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MEMORANDUM POR: Chief, Yanagement Staff
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FROM Deputy Comptroller
SURJECT: Common Fuployee Index Number

1. The advantages of having a common employee index number for
use by all components of the Agoncy again became evident during the
development of procedures by this 2ffice for the preparation of Forms
=2, %ithholding Tax Statoments, to include home sddresses. Common
reference numbers would have been very helpful in correlating by
machine methods omployee addresses from personnel locator records
with payroll records. The correlation was possible for vouchered
funds employees only by cross~referencing the personnel number and
the payroll oumber by creating a2 specirl reference file. Considerable
time and effort was necessary to establish the cross-reference file.

<. The previous proposal of a common employee index number has
been roviewed. It is believed that 2 modification will result in a
aethod whieh would have the obviocus advantages, but without the
Security problems and disadvantages which contributed to the prior
proposal being set aside. It is thorefore recormonded that the

possibilities of utilizing a common eaployee index numsber be evaluaied
as proposed herein,

3. The proposal as recommsended incorporates the followiang
features:
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4. Administration of the proposal would be facilitated by in-

corporating the following procedures:

a. Prenumbered personnel record cards would be prepared
by Machine Records Division in units as required, Arbitrary
blocks of numbers would be used it not necessarily in regular
sequence. Use of each series of mumbers would be controlled
by ¥RD. This would avoid duplication. Assignment in this
manner would minimize the possibility of deterwmining the strength
or rapidity of recruitment from current index numbers.

b. The blocks of prenumbered personnel cards could be
shuffled to any extent desired and parceled ocut to all individuzis
or components in the Office of Personnel responsible for assigr.
ing index numbers. The prenumbering of the cards would ciliminate
the possibility of assigninog the same number to more than one
individual, It would also expedite assignment since numbers
would be available in more than one locetion rather than being
restricted to a log or roster in one component,

c¢. Alphabetical and numerical 1lists of employees would be
prepared from number files and furnished by MRD to Agency
components requiring such lists for reference purposes.
-
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5. 'The proposal would have the following advantages:

a. The wide variety of pumbers now im use throughout the
Agency and the lsbor required to maintain the separate rosters
of these various systems would be substantially reduced.

b. Labor involved in the bianmial reassignment of payroli
numbers in the Fiscal payroll in order to reestablish the
alphabotical sequence of the names would be ciiminated.

¢. FErrors due to similarity of names, misspelled names,
identical names, or illegibly written names would be ecliminated.
Rame and mumber provide a better control than name alone.

d. ldentification of staff employeces' true names from
communications and reports using pseudonyms and the landex
pumber from field stations would be expedited at Headgquarters,
whieh {n turn would facilitatoe disposition of the document
for necessary action,

e. Correlation by machine process would be possible between
payroll records and personnel records. Reports of certain types
would be possible which cannot now be obtained by machine or
are far moreo expemsive than they would be if a common number
were used. 3Sueh reports would include insurance, training,
passports, badges, security eategories, etc.

f. Correlation of payroll records and porsonal address
records would be possible to place addresses on #-i's at the
end of the tax year without the use of a cross-reference file.

g. Consolidation of staff employee pay and advance account
records would be possible by machine to summarize outstanding
indebtedness or credits due an employee for clearance purposss
when an employee resigns or tranafeors between funds.

h., Consolidation of retirement records could be considered
for staff employses curried on vouchered and confidential funds.
One posting would be possible to the Form 2806, Individual
Retirement Card, for employees carried on both funds during
the same year. At present, e;;h payroll office maintains its
own record and makes a separa posting each time an employee
transfers between funds,

i. Consolidation of tax withholding records would be
possible for staff employees. One ¥-2 could be issued upon
separation or at the end of the tax year even though the

individual employee had transferred between vouchered and
confidential funds. Each payroll office issues a %2 under

3
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present procedures upon transfer of ar employee. As 8 result,
an employee may recelve tuwo (1) %-:2's for the same tax year.

8. Some disadvantages are obvious and shouid be considered in
evaluating the proposal.

a. The changeover to a common emplovee index number would
impose a considerable task orn the staff of the Dffice of the
Comptroller and elsewhere. Overtime and probably additional
temporary clerical assistance would be required until the
conversion could be completed.

b. The change from an alphabetical arrangement of pay-
roll records to a strict numerical arrangement would result
in all Time and Attendance Reports snd paychecks bheing arranged
in pamber erder (within esach allotment group) instead of in an
alphabetical order for distribution at the operating level,
This pnumber sequence may require moro time in some components
in order to arrange the reports and/or pay checks for distri-
bution.

7. The disadvantages recognized are discussed in the followingz
paragraphs:

a. It is recognized that any major conversion from one
method to another often causes extra work. Ilowever, the extra
work is on}ly of current significance, since once the racords
were completely changed, the advantages of continuing econonies
resulting from the new procedures would govern.

(1) The vouchered funds payrell isscheduled to make
its biannual change to new numbers at the beginning of
1958 calendar yoar. 'Thus, the change to the proposed
system at that time would make littie difference in the
total workload. The majority of the workload would coms
in the Finance Division where both payroll and accounting
records wouldrequire couversion. In addition, there would
be the problem of notifying the field stations to adopt a
new number as of a given date to avoid confusion of numbers.
The ¥achine Records Division with sufficient advance notice
can prepare master lists of employees showing the presont
payroil mumber and the personnel pumber to be adopted which
would serve as the basis for conversion. It is also suggest-
ed that, if desired, a member of the Technical Accounting
Staff could be detailed to asasist in plarning and offecting
the ehangeover in the Finance Division,

-
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b, The more important disadvantage i3 the extra work
which the conversion might cause in a limited number of offices
as a result of having to sort checks and Time snd Attendance
Reports from a numerical sequence to an alphabetical sequence
for convenient distribution. An examination of the allotment
groups of vouchered funds payroll for ore period indicated
that only 13 groups, or 10 percent of the total had more than
151 employoes, of which the largest two zroups included 331
and 422 smployees. 9nly nine percent of all the allotment
groups had between 103 and 150 employees, while 81 percent of
the groups had less than 10 employees, Thus, any appreciable
increased workioad imposed by suchk a changeover would be limited
to comparatively fevw administrative officers and time and
attendance clerks. The majority of thewm would have only a
nominzl change in their workload, 1f aay. It is presumed that
some kind of rearrangement of roports and checks is made under
current procedures to segregate them by work units within an
allotment group and that this practice would be continmued under
any appliecable procedure., Inexpensive sorting devices or aids
undoubtedly facilitate whatever sorting 1s necossary in any
component vhere there is a large number of employees. The
possiblliities of sorting the payroll records by machine to
an alphsbetical arrangement prior to proparation of the Time
and Attendance Reports and checks were considered but deemed
impracticable becmuse of the large number of cards involved

and the large number of sorts which would be reguired.

8. It 18 recommended that the modified proposal as stated
herein for a uniform employse index number be evaluated by your
Gffice for the purpose of detormining its feasibility from an
overall Agency viewpoint, ‘e shall be giad to have 2 member of
the Technical Accounting S$taff work with you in comnection with
your review of this mattor.

9. It is requested that prompt attention bo given to your
review of this matter so that if it is concluded to adopt the
proposal it can be implemented as of the beginning of calendar
year 1958, This involves, of course, the necessity to prepare
and issue appropriate detailed instructions well in sdvance
of the current year-end to all headquarters and field components
affected,
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